
Accela Citizens Access (ACA) Instruction Modules 

Module: Applying for a Building License in the Licenses, Signs & Elevators Section 

Step 1 ς Navigate to application. Once you have created your account in ACA and log in, you can now apply for 

permits, submit applications, and make payments. 

These instructions pertain to actions for Licenses for Builders. From the homepage https://aca-

prod.accela.com/shelbyco there are a couple of ways to navigate for applying for licenses. One way is to scroll down 

ǘƘŜ ǇŀƎŜ ŀƴŘ ŎƭƛŎƪ ƻƴ ά!ǇǇƭȅ ŦƻǊ [ƛŎŜƴǎŜǎΣ {ƛƎƴǎΣ 9ƭŜǾŀǘƻǊǎέ ƛƴ ǘƘŜ ōƭǳŜ ōƻȄ ǳƴŘŜǊ ǘƘŜ ƘŜŀŘƛƴƎ [ƛŎŜƴǎŜǎΣ {ƛƎƴǎ ϧ 

Elevators. This will take you directly to the application start.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

!ƴƻǘƘŜǊ ǿŀȅ ǘƻ ŀŎŎŜǎǎ ŎǊŜŀǘƛƴƎ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴ ƛǎ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ ƘŜŀŘƛƴƎ άLicenses, Signs & Elevatorsέ ŀǘ ǘƘŜ ǘƻǇ ƻŦ 

this section. This will take you to a general page where you will need to click ƻƴ άApply for a License, Sign, Elevatorέ 

 

Step 2 ς Start the application process. Read the disclaimer, check the box, ŀƴŘ ŎƭƛŎƪ άContinue Applicationέ  

 

 

Click here to go directly to  

application start 

Click here first 

Then click here 

https://aca-prod.accela.com/shelbyco
https://aca-prod.accela.com/shelbyco


 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3 ς Select License Type. Now you will need to select the type of license to apply for. There will be 3 categories 

listed with an arrow that expands to list the subcategories. Expand all the arrows to see what can be selected. You 

can only apply for 1 type of license at a time. Click άContinue ApplicationΦέ 

 

 

Click the arrows to expand the 

selections 

Then click into the circle beside 

the one you want to select 

 

Then click Continue Application 

 

Click here to continue 



Step 4 ς Add Licensed Professional to the application. This is a necessary step. You can either Add New or Look Up 

and attach an existing license.  

 

 

 

 

 

 

 

 

 

 

 

 

 

If you clicked Add New, a pop-up will open to a form to fill out. You will need to select which type (Contractor or 

Owner Agent). Enter the Professional License. You will also need to fill in all the fields with a red asterisk beside it.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add a new license 

Or Look-up an existing license to add 

 

Select License Type 

Provide License 

Number here 

 



 

 

 

 

 

 

If you clicked Look Up. You will need to select License Type and enter in the License Number just like the previous 

instruction. Then Click the Look Up button at the bottom.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you add the licensed professional ȅƻǳ ǿƛƭƭ ƎŜǘ ŀ ƳŜǎǎŀƎŜ ǎǘŀǘƛƴƎ άLicensed Professional added successfullyΦέ 

That license record will be in the list below and attached to this application. Click Continue Application 

 

 

 

 

 

 

 

 

 

Click Save 

 



Step 5 ς Adding contacts to the application. This application requires a Business Entity and a Qualifying Agent. The 

Business Entity is the building contractor company for this record and the Qualifying Agent is the person who is 

responsible for supervision of the business management and construction practices. They can be the same company. 

You can either select contacts already set up for the account as part of Account Management (covered in another 

tutorial) or Add New. For these instructions we will Add New. Please note the exclamation points showing required 

contact types for a building license. 

 

 

 

 

 

 

 

 

 

 

 

 

Required Contact Types from Drop Down Lists are Business Entity and Qualifying Agent. Choose Business Entity and 

click Continue 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Select from Account 

Or Add New 

 

 



 

Fill in all the contact information with asterisk next to it. Then click Add Additional Contact Address to fill in the 

address information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After adding both the Business Entity and Qualifying Agent contacts the screen will show green check marks and the 

message Contact added successfully. Next you will Click the Continue button at the bottom of the Pop Up. It will take 

you back to the main application page. You will now need to do the same thing to add a Qualifying Agent Contact.  

 

 

 

 

 

 

 

 

 

 

Once you have finished these steps the system will take you back to the main application page; click the Continue 

Application button.  

Click Add Contact Address for pop up to 

include your name in the list 

Select Contact Type 

Make sure required contacts have 

been added successfully. 

 



Step 6 ς Fill out Application Details ς Part 1 and 2. The information on the page needs to be complete for the agency 

to review the application.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The system will take you back to the main application page.  

Select license type and fill out 

all fields as completely as 

possible. Note red asterisks 

are required fields. 

Add Employment History. Note 

instructions at top of page. 

Add Education. Note instructions at top of page. 

When finished, click Continue Application 


